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HRAPAY
Chapter 7

Recurring Payments/Deductions

7-1

AASIS Support Center, Diane Hill
09/16/04 Revised to V3

Recurring Payments/Deductions are controlled by
wage types. In the Recurring Payments/Deduction
Infotype (0014), if a wage type with a balance is
selected (such as Teachers Buy Back), the
Additional Payment (0015) is automatically prompted
and displayed, enabling you to define the limit for
that deduction.

HRAPAY — 09/16/04 71



' An AASIS Training Guide - Enterprise HRAPAY — Agency Payroll

Demonstration

Enter Recurring Payments/Deductions
(PA30)

AASIS Support Center, Diane Hill

7-2
09/16/04 Revised to V3

There are several types of payments/deductions that may
occur from an employees paycheck such as:

v'Garnishment (0194 and 0195)
v'Concurrent Employment (0014)

v'Recurring Deductions/Payments (0014)
=United Way
"ASEA

v'Job related allowances (0014 and 0015)
=State vehicle
=Uniform allowances
=Union dues

HRAPAY — 09/16/04
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EXERCISE SCENARIO

An employee has elected to withhold ASEA
dues from their bi-weekly paycheck.

Process the new Recurring Deductions in
AASIS

AASIS Support Center, Diane Hill
09/16/04 Revised to V3

7-3
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Recurring/Payments Deduction

& ‘< Hoao ODHE oDhoan BE @0

Ness AASIS MENU

B3| % EEN | v~

[ Favarites

57 3 SAP menu

B [ Office

B [ Logistics

[ [ Accounting

57 ‘3 Human Resources
) PPMDT - Manager's Deskio

< 3P I t .
e 1. Follow menu path or type PA30 in the
57 {3 HR Master Data H .
@ PadD- Persomngs? command field; press enter

2 PA3D - Maintain
t2 PA20- Display
2 PA10- Personne
) PAFD- Fast Entn,
22 PA4Z - Fast entry
B [ Info System
B [ Tools
[ 1 Settings
[ [ Recruitment
> [ Personnel Develupmen'El
P [ Benefits

L= (=]
I I I o ] I3

AASIS Support Center, Diane Hill
09/16/04 Revised to V3
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The menu path is Human Resources > Personnel
Management > Administration > HR Master Data >
Maintain.
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Recurring/Payments Deduction

HE master data  Edit Goto  Extras  Utilities  Setting

S tem Help

la B @@ AR Do FEE @0
Maintain HR Master Data

O« DB T

= r [«]
Personnelno. & < — 2. Type personnel 5
e Lois Houlder number; press enter B
EE group 1 RegularState . Pers.area FADZ DFA
EE subgroup UE Employee Cost Center 383210 DFA

Fersonal Data k Addll. Employee Data k Employment Issues k Careerh.ﬂanage...lh ooE

| [infotpe text [e] | [Period
|_|Acti0ns L4 i ® Period
| |Persanal Data 4 Fr. To
|:|OrganizatiunalAssignment L4 () Today L Currweek
| |pddresses L4 1417 ) current manth
| |Basic Pay 4 | Fram curr.date ) Last week
|_|Fami|yMemhen’Dependents 4 ) To current date () Last month
I_I:;dsfemlepsm”s ot z | | ) Curr.period ) Current Year
itional Personal Data o

|:|Communicatinn % choose

Direct selection

Infotype aTy |:

-

AASIS Support Center, Diane Hill
09/16/04 Revised to V3

Always verify the employee’s name before you
process any master data change.
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Recurring/Payments Deduction

HE masterdata Edit Goto Extras  UHilities Systern Help

B AdH e CHE Do AR @0
Maintain HR Master Data
N2 mada| R

Settings

PAsonnel no. G %
. Moulder M

5' CIICk to Egular State .. Pers.area FAOZ DFA

create ployee Cost Center 3

3. Enter desired date in the
Persanal Data | Addil. Emplovee Data | Emplovment| From and To fields

— — AN

| [infatyne tex ||| || [ Period / \

|_|Acti0ns 14 @ Period

| _|Personal Data 7 Fr.  DBE/@1/B4  To  12/31/9909

|_|Organizati0nalAssignment "4 ) Today (L Currweek

| |addresses 4 M O Current ranth

I_IBaSiC Pay 4 ) From curr.date ) Lastweek

Sl - “ ate ) Last month

I_IRES 4. Enter 0014 in the O Current Year
Addi .

Mea Infotype field; press enter [==

Direct selection
Infatype 0014 [=)sTy

I

AASIS Support Center, Diane Hill
09/16/04 Revised to V3
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Enter the begin date of the payment/deduction in
the From field. In the To field, enter 12/31/9999.

Infotype 0014 is Recurring Payment/Deductions.

HRAPAY — 09/16/04
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Recurring/Payments Deduction

Create Recurring Paymentis/Deductions

EHEPR

126-60-6870
_DB.’B'I."ZBBﬂI- 1243119999

Recurring PaymentsiDeductions 6. Click on the drop-
flaupitise I ¥ down icon

usp

Amount

Mumberiunit
Assignment number
Reason for Change

Fayment dates
Fayment model

15t payment period or 15t payment date
Interval in periods Intersalilnit

AASIS Support Center, Diane Hill
09/16/04 Revised to V3
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If you know the wage type number you may type it
in the Wage type field. If unknown, you can search
by selecting the drop-down icon.

HRAPAY - 09/16/04
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Recurring/Payments Deduction

Infotype  Edit Goto  Ex em Help

& . IEEHB ODLO0IEE @
—pg 7. Click to sort
¢ (Optional)
&
WP [Wage Type Long Text ]
Eg|1156|AHRMS/AASIS Earnin 01/01/1900 12/31/3399 [«]
£ta| 2665 ADC Admin Fee Garmitmmment 01/01/1900 12/31/3998 =
2824 ADC CentOff Association  01/01/900 12/31/9999
| 2660 ADC Ded for Mist Reasons — 01/01/1600 12131/9999 —
- 2661 ADC Purchase deduction  01/01/1800 12/31/8839
W2517 AFLAC 2 OPTIONSIRIders)  01/0141800 1243119999
2505 AFLAG (AD&D) 0140141900 12431/3399
Al 2552 AFLAC (Cancer) 30pt 5125 01/0141900 12431/9999
M{8552 AFLAC (Cancer) 30ptS125  01/01/1800 12/31/8899
4] 2522 AFLAC (Hospital) & Rider  01/0141900 12431/9999
rl2525 AFLAC (Intensive Care) 010141900 12/31/9999
| | 2543 AFLAC ADED 010141900 12/31/9999
5| 2507 AFLAC CANCER 010161900 1243179999
5[ 2655 AFLAC DENTAL 010161900 1243179999
2518 AFLAC Heart At & Strake 010161900 1243179999
2515 arLec 5o 01/0141900 12/31/3999
Il 2566 AFLAC STD Sec 125 01/0141900 12/31/3999
| 8566 AFLAC 5TD Sec 125 010141900 12/31/3999
2689 AFLAC TERM LIFE 010141900 12/31/3999 %
210 Entries Found LA

AASIS Support Center, Diane Hill
09/16/04 Revised to V3
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You may sort the list by selecting the header row of
any column.
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Enterprise

HRAPAY — Agency Payroll

Recurring/Payments Deduction

Edit

Goto

EE
Stz

A =

o
A

= =~ 7

n

&

C . . .

| M 8. Click to Print (Optional)
R [

pel o | B3| |G| 56 3

EE|WT |Wage Type Long Te: A|Start date |End Date |

1156 | AHRMSIAASIS Earning AD.

2824 ADC Cent.Off. Association
2660 ADC Ded for Misc Reasons
2661 ADC Purchase deduction
2517 AFLAC (2 OPTIONS/RIders)
2505 AFLAC (ADE&D)

2662 AFLAC (Cancery 30pt 5124
8952 AFLAC (Cancer 30pt 5125
2522 AFLAC (Hospital) & Rider
2525 AFLAC {Intensive Careg)
2643 AFLAC ADED

IQSD? AFLAC CAMCER

2655 AFLAC DEMNTAL

2518 AFLAC Heart Att & Stroke
2515 AFLAC 5TD

2666 AFLAC STD Sec 135

8566 AFLAC STD Sec 125

2659 AFLAC TERM LIFE

4 nr ES L oo

01/0141900

2665 ADC Admin Fee Garnishment 01/01/1900

01/0111900
01/0111900
01/a1/900
01i0101 900
01/01/1900
01/0111900
01/a1/1900
01/a1/900
01i0101 900
01/01/1900
01014900
01/a1/1900
01/0111900
01/0111900
01/01/1900
01/01/1900
01/01/1900

decid va

12/31/3998
1273179998
1273179998
1213159998
1273179998
12i31/9999
1273179998
1273179998
1213159998
1273179998
12i31/9999
1273173998
1253153999
1213159998
1273179998
1213159998
1273173998
1203179999
1273179998

a 4

(1]

210 Entries Found

AASIS Support Center, Diane Hill
09/16/04 Revised to V3

[1D]
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You have the option of printing this list for future
reference by choosing the print icon.

HRAPAY — 09/16/04
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Recurring/Payments Deduction

Edit

Ex

em  Help

M H @@ IDEE DD O8IEE @

Infotype Goto

C
Restrictionsz |
= &
pe| ¥ | E8 (0|08 |56 B |22
EE|WT [Wage Type Long Text *|start date |End Date
EE (2518 AFLAC Heart Att & Strake  01/01/1900 12/31/9999 [«]
ato| 2515 AFLAC 5TD 01/01/1900 12/31/3998 [~]
2566 AFLAC STD Sec 125 01/01/1900 121313988
| 8568 AFLAC 5TD Sec 125 01/01/1900 12/31/3998
™ 2659 AFLAC TERM LIFE 01/01/1900 12/31/3998
Y 3664 AFLAC Term Life Plus 01/01/1900 12/31/3998
2570 AFSCME Association Fee  01/01/1900 12/31/3339
Al 2656 AMERICAN PUBLIC LIFE WL 01/01/1900 12/31/3988
M| 2857 AMERICAN_DENTAL 01/01/1900 12/31/3999 .
2| 2663 £5E Pawroll Deduction 01/01/1800 12/31/9999 9. Scroll to find
R | 2664 ASD Payroll Deduction 01/01/1900 12/31/9999 appropriate wage type;
| | 2800[ASEA Atk State EmplAsoc | 01/01/1900 12/31/39 3 m—— R
“pa| 1115 ASF Certificate Pay 01/01/1800 12/31/3999 double-click to populate
5| 2846 ASP Dental vis. AT 01/01/1900 12/31/3998
2142 ASP SP Standard Life 01/01/1900 12/31/3998
"l 2040 adjustment for NET 12232001 12/31/3998
Inf 2532 Actna 01/01/1900 12/31/3998

| 2527 Am Pub Lfe intensive care 0110171800 12r31/9599
2520 Arn. Pub LfHeart & Stroke 01/01/1900 12/31/9599

«1D>]

210 Entries Found

AASIS Support Center, Diane Hill
09/16/04 Revised to V3
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Note: Always verify that you have chosen the

correct wage type. Some wage types are

Agency specific, such as ASP (Arkansas State

Police), G&F (Game & Fish)
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An AASIS Training Guide - Enterprise HRAPAY — Agency Payroll

Recurring/Payments Deduction

= e e 2 N g g NN 2 D

4@ 58 126-60-6870
11 10. Enter amount;

Recurring PaymentsiDeductions press enter
2800

Wage type

Amount 2.08| usD
Murmberiunit

Assignment number

Reason for Change

Fayment dates
FPayment model

1st payment period or 1st pavment date
Interval in periods IntervalilUnit

AASIS Support Center, Diane Hill
09/16/04 Revised to V3
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Recurring/Payments Deduction

Extras Swstern  Help
A H I Gad  SHE aDO50 HE @D
Create Recwrring Payments/Deductions

Infotype  Edit

Goto

& |32 8
Personnel Mo ] Marme Lois Mo.. Status Active
EE group 1 Regular State Em .. Personnel ar  FAGOZ DFA
EE subgroup  UE Emploves S5M 126-60-6370
Start 08/a1/2004 [Fto 1243149999

Recurring PaymentsiDeductions
Wage tvpe 2800 ASEA Ark. State Empl Asoc

Amount A 2.80  UsD
Murmberiunit

Assighment number

Reason for Change

Fayment dates
Payrment mudeQ
15t payment perio 1st pavment date

Inter¥al in periods IntervalilUnit

AASIS Support Center, Diane Hill
09/16/04 Revised to V3

7-12

Upon pressing enter, certain wage types will default
a payment model. You can accept the default or
change the payment model as required. This will
decide at what frequency the payment/deduction
will occur, such as monthly, 24 pay periods or 26
pay periods.

If no payment model defaults, you must select one.
The payment models to be used are:

AROO — Two times a month (Monthly)

ARO1 — Every pay period (Bi-weekly)

ARO2 — One time each month (Monthly)

HRAPAY — 09/16/04
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Recurring/Payments Deduction

Infotype

Edit System  Help

afia CEQ CHE I SDOLO AR @ o
Cryate Recurring Paymentsz\ductions

Goto  Extras

13. Click to

| 12. Click to

P lidat ng Save Active
E valldate pte Em.. Personnelar  FROZ CFA

EE subgmoup  UE Emploves S5H 126-60-6870

Start [g/01/2004  to 12431/9999

Recurring PaymentsiDeductions

WWage type 2800 ASEA Ark. State Empl Asoc

Amaount S 2.Bo  USD Maonthly

Mumberiunit

Assignment number

11. Type relevant payment
/| model if not defaulted

Fayment dates
FPayment madel |.".RD1 @TWU timeks a manth
15t payment period o 1st payment date

Interval in periods Intervalilinit

Reason for Change

AASIS Support Center, Diane Hill

7-13
09/16/04 Revised to V3

(Continued)

ARO04 — 1 time each month (1st Payperiod)
(Monthly)

ARO05 — 1 time each month (2" Payperiod)
(Monthly)

The amount listed in the amount field will be
deducted or paid according to the payment model
that you selected. (For example, if you have
chosen $5.00 with a payment model of AR0O and
you are in pay area 11 (bi-weekly); this amount
would be deducted or paid at $2.50 per pay period.

It is vital that you choose the correct payment
model.

HRAPAY — 09/16/04
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_Lm's Houlder

Fersonal Data

Pesonnelno. 5 [3)

II -F.“.B2
mg _383219

HRAPAY — Agency Payroll

Recurring/Payments Deduction

g| ulaH @@ LHE DNnOD R @
Maintain HR Master Data
D& nddll

e
1 waoaE

|Inf0mge text

_Actions

_Personal Data
_OrganizationalAssignment
_Addresses

_Elasic Fay

_Family MembenDependents
_Residence Status
Additional Personal Data

LRLLELRRSM

[0 ] I [ |

Communication

Feriod
® Period
Fr. 08/e1/2004 To 1243149999
O Today O Gurrweek
817 ) Gurrent month
' From curr.date ) Lastweek
0 To current date I Lastmonth
O Curr.period ) Current Year

Direct selection

Infotype Recurting PaymentsiDeductio.. 8Ty

I@ Record created

AASIS Support Center, Diane Hill
09/16/04 Revised to V3
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Record is created and now can be processed

through payroll.
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Recurring/Payments Deduction

Display Edit Goto  LUilities  Settings  Systerm Help

& 2ldHICEe SHE BDO0 EE @

Detail View of Lo
J?’ * DEMONSTRATION PURPOSES ONLY

* 2800 ASEL Ark. 2.088-
*04p4 TX ER Soci o1 (SRR
1 /001 Valuation 81 17 . 7726

1 /002 valuation @1 17. 7726

1 1000 Hourly rat @1 17.7726

1 1200 Regular wo 81 17.7726 G4.00 1,137,458
1 1252 Sick pay o1 o1 2]y 17 . 7726 g.o00 142 .18
1 1262 Sick pay o1 o2 0ol 17 . 7726 a.00 142 .18
1 9404 TX ER Soci 8101 70.52
1 9404 TX ER Soci @181 o1 0ol 881
1 9404 TX ER Soci 8181 o0z 0ol 881
1 9406 ARK ER Med 81081 16.50
1 9406 ARK ER Med @181 o1 2]y 2.06

vl | o

I<I>‘

ENlDN

After you make any master data changes, always
perform a payroll simulation to view the RT (Results
Table) to determine how it will impact the
employee’s pay.
The 2800 wage type will display the amount
deducted for ASEA dues.

HRAPAY — 09/16/04
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AASIS Support Center, Diane Hill
09/16/04 Revised to V3

' An AASIS Training Guide - Enterprise

Demonstration

HRAPAY — Agency Payroll

Change Existing Recurring
Payments/Deductions (PA30)

HRAPAY — 09/16/04
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EXERCISE SCENARIO

An employee’s Conseco AD&D deduction
has increased. Process the changed
recurring deduction in AASIS

AASIS Support Center, Diane Hill 7-17
09/16/04 Revised to V3
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Change Recurring/Payments Deduction (0014)

lrod L 2ldH I @O OHE DDon BE @&

Ness AASIS MENU

B3| % EEN | v~

[ Favarites

57 3 SAP menu

B [ Office

B [ Logistics

[ [ Accounting

57 ‘3 Human Resources
) PPMDT - Manager's Deskio

< 3P I t .
e 1. Follow menu path or type PA30 in the
57 {3 HR Master Data H .
@ PadD- Persomngs? command field; press enter

2 PA3D - Maintain
t2 PA20- Display
2 PA10- Personne
) PAFD- Fast Entn,
22 PA4Z - Fast entry
B [ Info System
B [ Tools
[ 1 Settings
[ [ Recruitment
> [ Personnel Develupmen'El
P [ Benefits

L= (=]
I I I o ] I3

AASIS Support Center, Diane Hill 7-18
09/16/04 Revised to V3

The menu path is Human Resources > Personnel
Management > Administration > HR Master Data >
Maintain.

HRAPAY - 09/16/04
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Change Recurring/Payments Deduction (0014)

HE master data  Edit Goto  Extras  Utilities  Setting

S tem Help

la B @@ AR Do FEE @0
Maintain HR Master Data

O« DB T

= r [«]
Personnelno. & < — 2. Type personnel 5
e Lois Houlder number; press enter B
EE group 1 RegularState . Pers.area FADZ DFA
EE subgroup UE Employee Cost Center 383210 DFA

Fersonal Data k Addll. Employee Data k Employment Issues k Careerh.ﬂanage...lh ooE

| [infotpe text [e] | [Period
|_|Acti0ns L4 i ® Period
| |Persanal Data 4 Fr. To
|:|OrganizatiunalAssignment L4 () Today L Currweek
| |pddresses L4 1417 ) current manth
| |Basic Pay 4 | Fram curr.date ) Last week
|_|Fami|yMemhen’Dependents 4 ) To current date () Last month
I_I:;dsfemlepsm”s ot z | | ) Curr.period ) Current Year
itional Personal Data o

|:|Communicatinn % choose

Direct selection

Infotype aTy |:

-

AASIS Support Center, Diane Hill
09/16/04 Revised to V3
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Always verify the employee’s name before you
process any master data change.
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HE master data Edit Goto  Extras

Utilities

4 H @@ B HE Do BE @0

' An AASIS Training Guide - Enterprise

Change Recurring/Payments Deduction (0014)

Settings  Systermn Help

HRAPAY — Agency Payroll

Maintain HR Master Data
O & o 0l [ | 2 gom—

Fersonnel no. G
Mame
EE group 1

EE subgroup UE Employes

Lois Moulder
Regular State ..

5. Click overview

icon
FPers.area FADZ DIFA
Cost Center 383210 DFA

Personal Data | Addil. Employee Data | Employmentlssues | Career Manage..||, [« [’E]

3. Click All

[ infotype text =

|_|Acti0ns o[ (JFeriod

| |Personal Data L Fr. To
|:|Organizati0nalAssignment U I-Today L Currweek

| |addresses L B AT ) Gurrent manth
| |pasicPay L4 ) From curr.date O Lastweek
|_|Fami' piassbasi et () To current date rLast maonth
I_|R95i 4. Enter 0014 in the O curr.period ) Gurrent Year
|

|[dl*]

_I’éﬂdr: Infotype field choose

Direct selection ;

Infotype 0014 [=)sTy ]
[+]
[+]

AASIS Support Center, Diane Hill 7-20

09/16/04 Revised to V3

Infotype 0014 is Recurring Payment/Deductions.

Note: Before you change a pre-tax recurring

deduction in AASIS, vou must have received

prior approval from FBMC.

HRAPAY - 09/16/04
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Change Recurring/Payments Deduction (0014)

U @e@aEe DB Sanoan EE @ m

_ m

6. Click to
select

AASIS Support Center, Diane Hill 7-21
09/16/04 Revised to V3
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Change Recurring/Payments Deduction (0014)

O | @& 1 E 00 8 Aas | EHRE &

1| 8. Type begin date and
[EE accept defaulted end

mg 126-60-6870
_DS."D1."D4 e 12431/9989

Recurring PaymentsiDeductions
Wage type 2503

ConsecofAcc/SickiDis)

Armount A 18.00 USD Bi-waekly
Mumberiunit

Assignment numhber

Reasaon for Change

FPayment dates
Fayment model ARG Every pay period

1st payment period ar 1st payment date
Interval in periods IntervaliUnit

AASIS Support Center, Diane Hill
09/16/04 Revised to V3

7-22
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Change Recurring/Payments Deduction (0014)

] 00 @ eee LHE aDLL DR @
Copy Recurring Payments/Deductions

B2 B

126-60-6870
_DB."D1."D4 1243149999

Recurring Payments/Deductions
Wage type 2503

Amaount A Bi-wreekly
Mumberiunit
Assignment number

Reasaon for Change

Fayment dates
FPayment model LRE1 Every pay period

15t payment period or 15t payment date
Interval in periods IntervaliUinit

AASIS Support Center, Diane Hill 7-23
09/16/04 Revised to V3
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Change Recurring/Payments Deduction (0014)

B R e N b Pl RN N L

Ml ol @2

10. Click to
validate

11. Click to
save

TOE 126-60-6870
_98391."2994 1243179899

Recurring Payments/Deductions
2503

Wage type ConsecofdociSickiDis)
Armount & 19.25 USD Bi-weekly
Humberiunit

Assignment number

Reasan far Change

Fayment dates
Fayment madel LRE1 Every pay period

1st payment period or 1=t payment date
Interval in periods Intervalflinit

(1) Recard valid from D7/06/2003 to 12/31/9998 delimited at end

AASIS Support Center, Diane Hill 7-24
09/16/04 Revised to V3
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Change Recurring/Payments Deduction (0014)

List Recurring Payments/Deductions

0Ol o Gl

G Lois Mo.
1 Faaz
UE 126-60-6870
= p1iat 1800 (= 12/31/99949
2503 ConsecofAcc/SickiDis) [08/0142004 [12/31/9593 A 19.25 USD
2800 SEA Ark, State Empl . |08/0152004 [12131/9999 200 U5D
2503 ConsecofAcc/SickiDis) 07/06/2003 |07/31/2004 A 18.00 USD |

[0 | [[«]}]

[l e [« ]

(& Record created <

AASIS Support Center, Diane Hill 7-25
09/16/04 Revised to V3

You will notice the old deduction has a specified
end date.
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i)
Display Edit Goto Utilities Seftings  Systern Help
& B0 H e SRR Do HEE @0
Detail View of Log
% Bl M 2@ E T S S Form
[+]
* 700 RE plus ER 1,421 .81 ¥
* {701 RE Withhol 01 1,421.&1
* }781 RE Withhol 82 1,421 .84
* {703 RE EE Soci 01 1,421 .81
* {704 RE ER Soci 01 1,421 .81
* {705 RE EE Medi 1 1,421.91
* {TOE RE ER Medi 01 1,421 .81
* 1845 Total paid 91 16.00
—_—
* 2BE3 Conseco(Ac 19.25- B
+ 2000 BSES Ark. 2.00-
* 0404 TX ER Soci 01 0.01 n
1 /081 Waluation o1 17 .7726
1 /002 Valuation @1 17 .7726 —
[+]
1 1088 Hourly rat @1 17.7726 [+]
[aledl Irry
AASIS Support Center, Diane Hill 7-26
09/16/04 Revised to V3

After you make any master data changes, always
perform a payroll simulation to view the RT (Results
Table) to determine how it will impact the
employee’s pay.

The 2503 wage type will display the new amount
deducted for Conseco AD&D dues.
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Demonstration

End Recurring Payments/Deductions
(PA30)

AASIS Support Center, Diane Hill 7-27
09/16/04 Revised to V3

When an employee requests to stop a recurring
deduction or payment, you must end the appropriate
wage type by changing the infinite date of 12/31/9999
to a specified end date.

Note: When an employee terminates or retires,
each of their recurring deductions or payments
will be ended automatically. Once a Termination
or Retirement action is completed approximate 10
minutes later, the deductions/payments will be
ended. The termination date will be used as the
effective date. You will only need to confirm the
deductions have ended.
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coverage with AFLAC.

AASIS Support Center, Diane Hill
09/16/04 Revised to V3

HRAPAY — Agency Payroll

EXERCISE SCENARIO

An employee has terminated his/her

7-28
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End Recurring/Payments Deduction (0014)

glrn O o HIC@@ CHE ODLD DR @D

Ness AASIS MENU

B3| % EEN | v~

[ Favarites

57 3 SAP menu

B [ Office

[ [ Logistics

[ [ Accounting

57 ‘3 Human Resources
) PPMDT - Manager's Deskio

< 3P I t .
e 1. Follow menu path or type PA30 in the
57 {3 HR Master Data H .
@ PadD- Persomngs? command field; press enter

2 PA3D - Maintain
t2 PA20- Display
2 PA10- Personne
) PAFD- Fast Entn,
22 PA4Z - Fast entry
B [ Info System
B [ Tools
[ 1 Settings
[ [ Recruitment
> [ Personnel Develupmen'El
P [ Benefits

L= (=]
I I I o ] I3

AASIS Support Center, Diane Hill 7-29
09/16/04 Revised to V3

The menu path is Human Resources > Personnel
Management > Administration > HR Master Data >
Maintain.

HRAPAY - 09/16/04
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HE master data  Edit Goto E Ltilities  Settings  Systern Help
& 2l H @ CHE aDhon BE @
Maintain HR Master Data
O« ndd|l
Personnelna. 124 < fe— 2. Type personnel =
Jacgueline Herzik . |
- . number; press enter
EE group 1 Regular State .. Pers.area FhO4 DFA
EE subgroup UE Employee Cost Center 383272 DFA
Personal Data | Addtl. Employee Data | Employmentlssues | Career Manage..||, [+[*]'Z]
| linfatype text [E.J[ ]| [Period
|_|actions W[ || | @ Period
|_|Persanal Data 1 Fr. To
|_|Organizatiuna|Assignment L4 ) Today L Currweek
| |addresses 4 AT O Gurrent month
|_|E'35i° Pay L ) From curr.date ) Lastweek
|_|Fami|\,rMemberIDependents .4 ' To current date  Last month
|_|Residence Status 4 | I CGurr.period (O Current Year
|_|additional Fersonal Data ¥ [« e
|_|communication =
Direct selection
Infotype STy |:
[=]
[-]
AASIS Support Center, Diane Hill 7-30
09/16/04 Revised to V3

Always verify the employee’s name before you
process any master data change.
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HE master data

' An AASIS Training Guide - Enterprise

End Recurring Payments/Deductions (0014)

Edit Goto Extras  Uilities S

Bl H@@ae CEE anhon BEE @

HRAPAY — Agency Payroll

ettings  Systern  Help

Maintain HR Master Data
Qg e Dddl

FPersonnel no.
Marme

EE group

EE subgroup

124

Jacgueline Herzik

1 Regular State .. Pers.area
UE Employee Cost Center

FAO4 DFA
3g3z2r2

DFA

Personal Data | Addtl. Employee Data | Employmentlssues | Career Manage..||, [+[*]'Z]

[Infotype text

[ | [Periad
™ I

|Acti0ns
|F'ersona| Data

|Addresses
|Ela i Pan

|Organizatinna| Assighment

LLLLm

|Res

Fam 4. Enter 0014 in
«as] the Infotype field

3. Click All

' Today

@) A11

) From curr.date
() To current date
I CGurr.period

L Currweek

(' Current month
() Lastweek

(' Last month

L Current Year

[L4][»]

_|Communicati0n\\ |é| cheose

Direct selection "

Infotype 0014 [=)sTy i
[=]
=]

AASIS Support Center, Diane Hill 7-31

09/16/04 Revised to V3

Infotype 0014 is Recurring Deductions/Payments.
Please remember: Before you change a pre-tax
recurring deduction in AASIS, yvou must have
received prior approval from FBMC.

HRAPAY - 09/16/04
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End Recurring Payments/Deductions (0014)

HE master data  Edit Goto  Euxb

BadH @eae DHE ODOoa BE @ m
Maintain HR Master Data
O & & @& @ 2¢ 5, Click Overview icon

=
FPersonnel no. 124 =
Marme Jacgueline Herzik —
EE group 1 Regular State .. Pers.area FhO4 DFA
EE subgroup UE Employee Cost Center 383272 DFA
Personal Data | Addtl. Employee Data | Employmentlssues | Career Manage..||, [+[*]'Z]

| linfatype text [E.J[ ]| [Period
|_|actions W[ || | O Period
|_|Persanal Data 1 Fr. To
|_|Organizatiuna|Assignment 4 I Today () Currweek
|_|AddrBSSES L4 @011 ) Current month
|_|E'35i° Pay L ) From curr.date ) Lastweek
|_|Fami|\,rMemberIDependents L4 ) To current date () Last month
|_|Res.i|.:|ence Status 4 | I CGurr.period (O Current Year
|_|additional Fersonal Data ¥ [« e
|_|communication =

Direct selection

Infotype o014| [=)sTy [

g
AASIS Support Center, Diane Hill 7-32

09/16/04 Revised to V3

The overview icon will give display a list of all of the
employees recurring deductions or payments.
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End Recurring Payments/Deductions (0014)

G| 00 a2 H e CHE DDLAD BR @E
List Recurring Payments/Deductions

o

Jacquel ..
7. Click the FAO4
Chan e icon TP7-53-1245
g 2431¢9999
Wage type Wage Type Long Text |From To Q |Amount Cre
=3

2572 ision Care PT 10/12/2003 [12/31/9998 A 15.00 USD
2642 United Way Pulaski C.. [10/12/2003 |12/31/9993 A 5.00 USD
2800 ASEA Ark. State Empl . [10M1 272003 |12/31/9399 A 2.00|Ush

6. Select appropriate
deduction/payment

(][ | N [[4][]

I I ——

1

AASIS Support Center, Diane Hill 7-33
09/16/04 Revised to V3
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End Recurring Payments/Deductions (0014)

| aldBeee 0HE D0N0 HE @m
Change Recurring Paymenis/Deductions
=Ty

_19."12."2003 0af14/04 @

Recurring Payments/Deductions
Wage type 2505

8. Type appropriate end date

AFLAC (AD&D)

Arnount 5 12.73 USD Bi-weekly
Mumberiunit

Assignment number

Reason for Change

Payment dates
Fayment model ARG Every pay period

15t payment period or 15t payment date
Interval in periods IntervaliUInit

AASIS Support Center, Diane Hill
09/16/04 Revised to V3

7-34
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End Recurring Payments/Deductions (0014)

Create OB S 0o BE @
Change -

Copy Shift+Fg y 9. C_lick on Edit >
snnr2 /| Maintain text or Press

Delete

Lockiunlock

Maintain cost assignment

Display cost assignment

Maintain text

18/10/2604 DMHILLE2

Display text

Recurring P¢  Cancel
Wage type

F12

AFCACTADEDT

Armount LS 12.73 UsSD Bi-weekly
Mumberiunit

Assignment number

Reason for Change

Fayment dates

Fayment model Every pay period
15t payment period or 15t payment date
Interval in periods IntersaliUnit

AASIS Support Center, Diane Hill 7-35
09/16/04 Revised to V3
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End Recurring Payments/Deductions (0014)

Tahle Edit Goto Utilities Systern  Help

pla @ @ae Qi@ anaa BE @ o

Text

11. Click to save

FEE g message

[=]
Employee terminated coverage with AFLAC E
Diane H.
10. Type desired
message here
(Optional)
[4]
[~]
* Lig co9 Ln1-Ln 26 0f 32 lines
AASIS Support Center, Diane Hill 7-36

09/16/04 Revised to V3

HRAPAY — 09/16/04 7-36



An AASIS Training Guide - Enterprise HRAPAY — Agency Payroll

End Recurring Payments/Deductions (0014)

XN s NIRRT NN R R a2 R R

Chage Recurring PaymentsReduecting
= 13. Click to
save
-FP.D4
NN 177531245 |
St 10/12/2003[lin 0511472008 z

Recurring PaymentsiDeductions
Wage tvpe 2505

AFLAC (AD&D)

Amaount & 12.73 USD Bi-weekly
Mumberiunit

Assignment number

Reason for Change

FPayment dates
Fayment model AR Every pay period

1st payment period ar 1st payment date
Interval in periods Intervalflnit

AASIS Support Center, Diane Hill 7-37
09/16/04 Revised to V3

The notepad icon will be displayed on the infotype.
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End Recurring Payments/Deductions (0014)

g 020 aH ee SHE D0 BER @B
List Recurring Payments/Deductions

Wage Tme Long Text |From
—

WELAC (AD&D) 101252003 D8/1452004
— e —

ision Care PT TOM 22003 [12731/9998
United Way Pulaski C..[10M1 2/2003 [12/31/9998
MSEA Ark. State Empl (1001 2/2003  |12/31/9939

AASIS Support Center, Diane Hill
09/16/04 Revised to V3

7-38

Note: Verify that the correct deduction/payment
was ended.

HRAPAY - 09/16/04
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Demonstration

Enter Recurring Payments/Deductions for
Concurrent Employee (PA30)

AASIS Support Center, Diane Hill 7-39
09/16/04 Revised to V3

Time entry is no longer required for the secondary
position of a Concurrent employee. The person with
the role of Agency Payroll Systems Management at the
primary Agency must create Infotype 0014 (Recurring
Payments/Deductions to pay the employee for the
number of hours worked.
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EXERCISE SCENARIO

An employee in your Business area works at
an Agency concurrently. Process their pay
for the current pay period.

AASIS Support Center, Diane Hill 7-40
09/16/04 Revised to V3
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Recurring Payments/Deductions
for Concurrent Employee (0014)

(1 Favorites
= {3 SAP menu
B [ office
I [ Logistics
[ [ Accounting
= {3 Human Resources
) PPMDT - Manager's DesNg

=2 {4 Personnel Management .
& (S Administration 1. Follow menu path or type PA30 in the
% =3 HR Master Data -
© PA4D- Persanne command field; press enter

12 PA30 - Maint
) PAZ0 - Display
2 PA10 - Personneg
2 PATO-
2 PA4Z -
"3 Info System
3 Tools
3 Settings
> [ Recruitment
[» 1 Personnel Developmen'El
[> [ Benefits

. (]
WL ENID]

AASIS Support Center, Diane Hill 7-41
09/16/04 Revised to V3

The menu path is Human Resources > Personnel
Management > Administration > HR Master Data >
Maintain.
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HE master data Edit Goto Ext

afa B

etting s

tern  Help

@ DB ONOoan BE @ o

HRAPAY — Agency Payroll

' Recurring Payments/Deductions
for Concurrent Employee (0014)

O & am 3 a3 2

Maintain HR Master Data

FPersonnel no. 95
Marme Maureen Price
EE group 1 Regular State ..

EE subgroup UE Employvee

FPers.area

<
«

F

Cost Center 3

=| 2. Type personnel
~ number; press enter

ABd DFA

83230 Z00

Fersonal Data k Addtl. Employee Data k Employment Issues k Careerh-1anage...||I EE‘

| Jinfotype text [E_][ || [Period
|_|Acti0ns | || | ®Period
|_|Personal Data W7 Fr. To
| _|organizational Assignrment 4 O Today O Currweek
|_|Addresses 4 VAT () Current month
|_|E|aSiC Pay td (' Fram curr.date O Lastweek
|_|FamilyMemberIDependents 1 Ta current date ' Last manth
I_Iijj_ifenclepsmms Dot z (O Currperiod ) Current Year
itional Personal Data —

|:|Communicati0n % choose

Direct selection

Infatype 5Ty

AASIS Support Center, Diane Hill
09/16/04 Revised to V3

4[]

oD

Always verify the employee’s name before you

process any master data change.

HRAPAY — 09/16/04
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Recurring Payments/Deductions
for Concurrent Employee (0014)

HE master data Edit Goto  Extras  Utilities
& BdH I eeaa SHE oDhon  BEE @
Maintain HR Master Data

2| o] Ol 3@ | |2
FPersynnel no. 95

Settings  System  Help

A} een Price —
E 4. CIiCK tO Fegular State .. Pers.area Food DFA
E create Employee Cost Center 383230 00
Fersonal Data k Addtl. Employvee Data k Employment Issues k Career Manage...l b EHIl
| |Infotype text [E][ | [Period
|_|Acti0ns | || | ® Feriad
|_|F'ersonal Data 4 Fr. To
| |organizational Assignment L O Today O Currweek
|_|Addresses 4 AT I Current month
|_|E'El o Fra L 2 rr.date O Lastweek
|_IFa 3. Enter 0014 in the nt date ) Last month
|_|R95 . jod ) Current Year
_nad Infotype field; press enter |
| |camrommzmmm =11
Direct selection v
Infatype 0014 [z)sTy ]
7

AASIS Support Center, Diane Hill
09/16/04 Revised to V3

43

Infotype 0014 is Recurring Payments/Deductions.
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Recurring Payments/Deductions
for Concurrent Employee (0014)

Goto

Infotype  Edit Extras Systerm  Help

=] (R QI CHEE SDO0 I BEE @ D
Create Recurring Paymentis/Deductions

& &2 B
FPersonnel Mo a5 Mame Maureen..| Status Active
EE group 1 Regular State Em .. Fersonnel ar Frod DFA
EE subgroup  UE Employee 55N 126-60-6431

Start uaxmm@ 1243149999

Recurting PaymentsiDeductions .
Wage tvpe = 7\ 5- Type begln date
Amount USD

Mumberiunit
Assignment number
Reasan far Change

Fayment dates

FPayment madel

1st payment period or 1=t payment date
Interval in periods Intervalflinit

AASIS Support Center, Diane Hill

7-44
09/16/04 Revised to V3

If the payment amount is constant, enter the
beginning date in the ‘Start’ field. Accept the
default end date of 12/31/9999, unless you have a
specified date to end the deduction.

Note: If the amount varies week to week, enter
the begin and end date of EACH pay period (Ex.
8/01/04 — 08/14/04).
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Recurring Payments/Deductions
for Concurrent Employee (0014)

Create Recurring Paymentis/Deductions

g

Neme  Maureen.. Sfaws
Fand|

126-60-6431
_98391."94 1243179899

Recurring Payments/Deductions

| = 6. Click the drop-down icon

Wage type

Armount uso
Mumberiunit

Assignment number

Reasan far Change

Fayment dates
FPayment madel

1st payment period or 1=t payment date

Interval in periods Intervalflinit

AASIS Support Center, Diane Hill 7-45
09/16/04 Revised to V3

In the ‘Wage type’ field, click the drop-down icon to
select the appropriate wage type from the drop
down list.
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Edit Goto Exiras System

Help

Infotype

HRAPAY — Agency Payroll

' Recurring Payments/Deductions
for Concurrent Employee (0014)

1124 Game & Fish Uniform bthly  01/01/1900 127310958949
1132 Summer School Pay (D &B)  01/01/1900 12731498949
11482 NC TAX benf- Emoluments 01/01/1900 12731495899

=

& Bl H @@ SEHRIBEDOanIEE | @
C
. Restrictions |
_E= e
A EIEIEE
EE[WT |Wage Type Long Text |Start date |End Date
EE(/1008 |Certified Physician Pay 0140111900 1253159999 E|
Ste 1009 Mon Cert. Physician Pay 0140111900 1253159999 E
1010 Maximum Overload 0140111900 1253159999
e 1011 Pay Period Owerload 0140111900 1253159999 [
_'\-'\ 1115 ASF Cedificate Pay 0140111900 1253159999

2229 Wil Firefighter Union Due 08/0372003 12731498949
2500 DOC Deduction Utility Exp 0140111900 1273144899
2801 American Pub. Lfe (A & D 010171900 1243159998

F1156 AHRMSIAASIS Earning ADJ.  01/01/1900 12/31/9998
A:N1187 Semibth Earn Adjustment 0170111900 1273149599
rU1158 Clip Bonus- Manual calc 01011900 12/31/9999
1189 Req. Concurrent Emp. 0150111900 1243159559 —I
S N I 8 1 N N = IV =T = ST LY 1 VDOV =7 I N V0 3 L2 1010 G T LS L2 LR
Fl
_P 1161 ExHelp Concurrent Emp. 112472002 12031098589
FretEferteretrrrefor=tt =T o= e
ik 2142 ASP SP Standard Life 01/01/1900 12/31/9998
In

7. Double-click
appropriate wage type

210 Entries Found

&“I”Z“

AASIS Support Center, Diane Hill
09/16/04 Revised to V3

7-46

If an employee is occupying a regular position at
the secondary Agency, use Wage type 1159
(Concur. Employment). If an employee is
occupying an extra help position at the secondary
Agency, you must use Wage type 1161 (Ex Help
Concurrent Emp.). This wage type will ensure
posting to the correct GL (General Ledger) account.

Wage type 1159 will post to regular salaries and
Wage type 1161 will post to extra help salaries.

HRAPAY — 09/16/04
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Recurring Payments/Deductions
for Concurrent Employee (0014)

Create Recurring Payments/Deductions

(==

-F.“.BQ
126-60-6431
_889184 1243179999

Recurring PaymentsiDeductions 8' Type amount

Wage type 1159

Armount 52,50 USD
Mumberiunit

Assignment number

Reaszan for Change

Fayment dates

Fayment model
1st payment period ar 1st payment date

Interval in periods Intervalilnit

AASIS Support Center, Diane Hill 7-47
09/16/04 Revised to V3

Enter the amount to be paid per pay period. This
amount will be displayed as earnings on the
employee’s remuneration statement.
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Recurring Payments/Deductions
for Concurrent Employee (0014)

Infotype  Edit

Goto

Extras

Systern

Help

& B A HIe@e 2 Smnaan BEE @D
Create Recurring Payments/Deductions

32 ] =
FPersonnel Mo 95 Mame Maureen .. Status Active
EE group 1  Regular State Em .. Personnel ar Fooz DFA
EE subgroup UE Employee S5N 126-60-6431
Start geolod to 1243179999

Recurring PaymentsiDeductions

Wage type 1159

Amount 52. 50 U5

e —— 1o = 9. Type number of hours worked
Assighment number

Reason for Change

Payment dates

Payment model

1=t payment period or 1=t payment date
Interval in periods IntervalfLinit

AASIS Support Center, Diane Hill
09/16/04 Revised to V3

7-48

Type the number of hours worked at the secondary
Agency in the Number/unit field first box. Since
there are no hours entered in the CATS database,
this will be used as a way for you to track hours vs.
rate of hourly wage to ensure that the employee is
being paid the proper amount.

HRAPAY — 09/16/04
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' Recurring Payments/Deductions
for Concurrent Employee (0014)

g| 0 i B eee SHE anan AR @
Create R£ i Paviments/Ded ji

@ & 2\ 2e—— 10. Click cost

N—":s | assignment

II -FP.BE

[
(eS|

Recurring PaymentsiDeductions
Wage type 1158

Amount 52.50 USD
Mumberiunit 1o

Assighment number

Reason for Change

Fayment dates
Fayment moadel
1 st payment period or 1=t payment date

Interval in periods Intervalilnit

AASIS Support Center, Diane Hill
09/16/04 Revised to V3

7-49

In order for the secondary Agency to pay for this
amount, you must click the Cost Assignment icon.
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Recurring Payments/Deductions
for Concurrent Employee (0014)

Infotype  Edit Goto

&
Create Recurring Fayments/Deductions
32| 2
Fersonnel Etatus Active
eeaoup | 11. Enter secondary DEA
eEsunoel Agency’s Business Area 1
OIS A e e e e
Account Assignment /i
Business Area 0645 12_ Enter Secondary
Cost Center B27010 < y
calos Ordor Agency’s cost center
WBS Element Metaork
Cost Object

Company Code BRE = More

Tranier ®| 0

FPayme\t dates
PaymeNmodel
| 13. Click to Transfer [2r "

AASIS Support Center, Diane Hill
09/16/04 Revised to V3

7-50

Note: If you do not transfer a cost assignment
for this payment, it will be charged against the
primary Agency’s budget.
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Recurring Payments/Deductions
for Concurrent Employee (0014)

Infotype  Edit  Goto

Extras Systerm  Help
Bl H @@ 2 HEEETNO0IEE @D
Create Recurring Paymentis/Deductions

d@ R =
FPersonnel Mo a5 Mame Maureen..| Status Active
EE group 1 Regular State Em .. Fersonnel ar Froz DFA
EE subgroup  UE Employee 55N 126-60-6431
Start 08/01/2004 |  to 124319999

Recurring Payments/Deductions

Wage type 1159 Redq. Concurrent Emp.
Armount 52.58  UsSD
Mumberiunit 10.08  Hours

Assignment number

Reasan far Change

A 14. Type relevant payment | |
Payment dates K mOdeI if nOt defaUIted ]
ARE1| ()

FPayment madel

1st payment period 1=t payment date

Interval in periods Intervalflinit

AASIS Support Center, Diane Hill

7-51
09/16/04 Revised to V3

The cost assignment icon will appear on infotype

indicating that you have assigned the cost to another
cost center.

Type the frequency of the pay in the ‘Payment model’
field.

The payment models to be used are:

AROO — Two times a month (Monthly)

ARO1 — Every pay period (Bi-weekly)

ARO02 — One time each month (Monthly)

ARO04 — 1 time each month (1st Payperiod) (Monthly)
ARO5 - 1 time each month (2nd Payperiod) (Monthly)
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Recurring Payments/Deductions
for Concurrent Employee (0014)

gl 0 aop eae CHE OO0 BEE @0
Cr§ate Recurring PaymentsXDeduciion.

| 15. Click to 16. Click to

# validate ny Save
— FABZ|
v
nai01/2004 [t | 12/31/9909)

Recurring Payments/Deductions

Wage type 1159 Reg. Concurrent Emp.
Amount 52,50 USD Bi-weekly
Murmberfunit 10,08 Hours

Assignment number
Reason far Change

Favment dates
Fayment maodel BRET Every pay period

1=t payment period ar 1=t pavment date
Interval in periods IntervalflUnit
AASIS Support Center, Diane Hill 7-52

09/16/04 Revised to V3

Once you have pressed enter or the green check,
you will notice the field indicates the frequency of
the payment.
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Recurring Payments/Deductions
for Concurrent Employee (0014)

Display Edit SGoto  LHilities

Setlings

G OHEBE aDhLa0 I BAE @&

DEMONSTRATION PURPOSES ONLY

=TS B =g =
1 18013 Extra Help 01 9. 4635 ]
H'] 1159 Reg. Concu 01 [alz]eq| 10.00 52.50 I]

1 12008 Regular wo B 9.4635 20,00 7hY .08
1 9339 APERS EEG/ 01 83.96
1 9339 APERS EEG/ 01 fafelch| 5.82
1 9404 TX ER Soci 0181 44 .81
1 9404 TX ER Soci 0101 ALz eh| 3.1
1 9406 ARK ER Med 0101 10.48
1 9406 ARK ER Med 0181 fafelch| 0.73

1 9503 FICASYS HL 01 2.18 | |
1 9503 FICASYS HL 01 fafelch| .15
1 9507 FICASYS US 01 0.43

1 9507 FICASYS U5 @1 [alz]eq| .03 z

Falw I I Ilqllyll

AASIS Support Center, Diane Hill
09/16/04 Revised to V3

7-53
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